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g RECORDS RETENTION AND DISPOSAL SCHEDULE P
4 age
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No.
Agency Division
‘ St. Mary's County Finance - Administration

Item

No. Description - Retention

1, Budget Files

a. Retain PERMANENTLY*
a, Annual County Budget - 2pproved copy b. Permanent*
b. Departmental Budget Proposals

2. Audit Files

a. Audit reports - Offical records of examination a. Retain Permanently¥*

of county finannces prepared by internal or

external auditors. b. Retain 3 years, thereafter
b. Working papers related to the submission and destroy. -

approval of audits, includes bids from auditors,
correspondence and worksheets.

3. Bond Files

a
Offical statements (prospectus) for bond projects

a, Retain Pe nently¥*
including State Highway Bonds, General Obligation rma v

Bonds and State Obligation Bonds,
. b. b. Retain until completion
Working papers for preparation and distribution of of bond obligation, therec
bonds. after destroy.

4, Payroll Journal

a. 1963 - 1978
The Personnel/Payroll Journal contains one page for a, Retain PERMANENTLY*
each employee giving the name and social security
number, address and department where employed,
employment number and date of birth, income tax
status and number of exemptions, effective date of
first employment and date of exemption certification,
gross Federal Tax, FICA, State Tax, Deductions for
retirement, insurance and other deductions, total
deductions and the employee's net pay and the check
number. After 1978 an Official Personnel Folder

was implemented for county employees (Schedule c-545,
item 1) as part of the permanent employment record.
In addition the Terminated Employee Payroll Files

and Payroll Reports contain permanent information.

Schedule ap Btoved by Department, Schedule authorized by

. Agency, or Division Representative 29/
qunty Arcpdvist ate
MWZMA/ ot/

Siggatuée Titl Date State Archivist / ate
a,vﬁ‘{uw
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(Continuation sheet)
Page
No. 2 of 2
‘Item
No. Description Retention

Payroll Journal

b. 1978 to present

These files have been superceded by the Official
Personnel Folder, Terminated Employees Payroll Files,
and Payroll Reports.

General Files

Correspondence, chronological files, insurance

policy and correspondence files, reports, studies,
surveys, and memoranda relating to the internal and
external activities and administration of the office.

b. Retain 3 years or until
audits completed, whichever
is later, thereafter destroy.

Retain 3 years or until
administrative value ceases,
whichever 1is later, thereaft
destroy.

* If no county archives
is maintained, transfer to
State Archives. e




INSTRYWCTIGHS - -TYPE OR PRINT A
SEPARATE FORM FOR EACH NEW OR

REVISED RECORD SERIES. FORWARD

DEFARTMENT OF GENERAL SERVICES
RECORDS MANAGEMENT DIVISION
72785 WATERLOO ROAD

AGENCY RECORDS INVENTORY

WITH RECORDS RETENTION SCHEDULE P.O. BOX 278 / zf
. PAGE OF
(DGS 880-1) JESSUP, MARYLAND 20794
FARTMENT / AGENCY 2. DIVISION 3. UNIT
St. Mary's County Finance Administration

DEFINIT I ON - RECORD SERIES-A GROUP OF RELATED RECORDS NORMALLY FILED AND USED AS A UNIT FOR

RECORD SERIES TITLE
Budget Files

REFERENCE AS RELL AS RETENTION AND DISPFCS|TION PURPOSESN

5. EARLIEST YEAR/LATEST YEAR
1971 0 1990

| 6. RECORD SERIES DESCRIPTION (DRl'FLY DESCRIBE THE TYPES OF INPOMTION/DOCMNTS/POM FOUND

4N THE SERIES.

INCLUDE THE PURPOSE OR FUNCTION OF TKE SEFIES )

Budget files include the annual county budget, working papers for the preparation of the
budget and the departmental budget proposals submitted by each county department.

7. RECORD SERIES FORMAT(S) 8.
RXLETTER SIZE O MICROFILM
O LEGAL SIZE U COMFUTER TAPE

BOOK O FLOPPY DISK
AUDIO TAPE 0O VIDEO TAFPE

0 OTHER(SPECIFY)

RECORD SERIES SEQUENCE 9.
0 ALPHAEETICAL
O NUMERICAL

xH CHRONOLOG I CAL
0 GEOGRAPHICAL
O OTHER(SPECIFY)

VOLUME

& FILE DRAWER(S)
20 O MICROFILM REEL(S)
O COMPUTER TAPE(S)
"""'E"_“ O OTHER|SPECIFY)

10. ANNUAL ACCUMULAT ION
@XFILE DRAWER(S)
2 O MICROFILM REEL(S)
ROUMGEPE O COMPUTER TAPE(S)

O QTHER(SPFECIFY)

V1. piLE 1S USED
O pAILY

0 WEEKLY RXMONTHLY

12. FILE BECOMES INACTIVE AFTER

m O MONTH(S) x& YEAR(S)

' 13. CURRENT LOCATION(S) (BLDG.,FLOOR,ROOM)

14, 1S R.ECORD SERIES DUPL ICATED ELSEWHERE?
Governmental Center - Finance office tir ves, speciry raEnNcy OrR oOrFrFice)
St. Mary's County Records Center & Archives D YEs IXNO
15. ACCESS RESTRICTIONS Qg YES Rxno 16. AUDIT REQUIREMENTS

(1" ves, ciTE LAW(8) & REGULATIONIS)

SBrNONE O STATE 0O FEDERAL 0O INDEPENDENT

Py
2L 1

17. IS AN INDEX SYSTEM USED? (iFr vYES.EXPLAIN
BREIEFLY AND DESCRIBE ANY HARDWARE/SOFTWARE )

0 yEs *F nNno

T T
L I AL T A A
18. RECOMMENDED RETFNTIONE j

a. Annual Budgeti- approved copy -
PERMANENT
b. Departmental Proposals - PERMANENT
c. Working papers .— Retain until adminstrative
use ceases, thereafter destroy.

s
d

‘ NAME AND TITLE OF PREPARER 20,

Jan Blodgett/County Archivist

TELEPHONE NUMEER

(301) 475-7844

21. DATE

6/22/90

DGS 550-4 (REVISED 2/87)




INSTRYCTIQMNS - -TYPE OR PRINT A
SEPARATE FORM FOR EACH NEW OR

REVISED RECORD SERIES. FORWARD

DEFARTMENT OF GENERAL SERVICES
RECORDS MANAGEMENT DIVISION
7278% WATERLOO ROAD

AGENCY RECORDS INVENTORY

WITH RECORDS RETENT ION SCHEDULE P.O. BOX 278 2 o
PAGE OF
(DGS 580-1) JESSUP, MARYLAND 20794
‘EPW/AW 2. DIVISION 3. UNIT
St. Mary's County Finance Administration

DEF INITION -RECORD SERIES A GROUP OF RELATED RECORDS NORMALLY FILED

AND USED AS A UNIT FOR

| 4. RECORD SERIES TITLE

Audit Files

REFERENCE AS WELL AS RETENTION AND DISFOS|TION PURPOSES

5. EARLIEST YEAR/LATEST YEAR
1945 401990

| 6. RECORD SERIES DESCRIPTION ‘.RlIFLY DESCRIBE THE TYPES OF INFOMTION/DOCMNTB/FOM FOUND

‘IN THE SERIES.
Audit files include:

or external auditors.

of audits.

INCLUDE THE PURPOSBE QR FUNCTION OF THE SBEFIES)

a. Audit reports - official copies of examination of county finances prepared by internal

b. Working papers - drafts, reports and ledgers related tot he submission and approval

7. RECORD SERIES FORMAT(S)
@ LETTER SIZE © MICROFILM
O LEGAL SIZE 0O COMFUTER TAPE

BOOK U FLOPPY DISK
AUDIO TAPE O VIDEO TAPE
0 OTHER(SPECIFY)

8. RECORD SERIES SEQUENCE 9.
O ALPHAEETICAL
O NUMERICAL
%6t CHRONOLOG]CAL
O GEOGRAPHICAL
O OTHER(SPECIFY)

VOLUME
¥X FILE DRAWER(S)

0O MICROFILM REEL(S)

‘-‘5E$' O COMPUTER TAPE(S)
NUMBER D oTHER(SPECIFY)

10. ANNUAL ACCUMULAT ION
XX FILE DRAWER(S)

-5 O MICROFILM REEL(S)

RGWEEFE O COMPUTER TAPE(S)
D OTHER|SPECIFY)

{1V piLE 1S usED 12. FILE BECOMES INACTIVE AFTER
O DAILY O WEEKLY XX& MONTHLY N‘Uﬁ%ﬂ' O MONTH(S) RYEAR(S)
‘ 13. CURRENT LOCATION(S) (BLDG.,FLOOR,ROOM) 14. 1S RECORD SERIES DUPL ICATED ELSEWHERE?
Governmental Center - Finance office {ir yEs, srECIFY raENCY OR OPFFicE)
St. Mary's County Records Center & Archives B yES pyNO
15. ACCESS RESTRICTIONS 0 yEs ABxNo 16. AUDIT REQUIREMENTS

{ir vyes, cI1TE LAW(SB) & REGuLATION|S)

O NONE x#xSTATE QxFEDERAL X% INDEPENDENT

17. 1S AN INDEX SYSTEM USED? (1r YES.E>PLAIN

BRIEFLY AND DESCRIEE ANY HARDWARE/SOFTWARE )

0 YEs XX NO

18, RECOMMENDED RETENTION:

a. Audit reports -~ PERMANENT
b. Working papers - retain 3 years, there-
after destroy.

. NAME AND TITLE OF PREPARER
Jan Blodgett/County Archivist

20.

TELEPHONE NUMBER

(301) 475-7844

21. DATE

6/22/90

DGS 350-4 (REVISED 2/87)



http://fi.NO

IBSTRYCTIQNS - -TYPE OR PRINT A
SEPARATE FORM FOR EACH NEW OR

REVISED RECORD SERIES. FORWARD
WITH RECORDS RETENT ION SCHEDULE

DEFARTMENT OF GENERAL SERVICES
RECORDS MANAGEMENT DIVISION
7275 WATERLOO ROAD

AGENCY RECORDS INVENTORY

P.O. BOX 278 PAGE g oF ¢,f
(DGS 880-1) JESSUP, MARYLAND 20794
,_‘EPARI'MENT/AGENCY 2. DIVISION 3. UINIT
St. Mary's County Finance Administration

DEFINITION-RECORD SERIES-

A GROUP OF RILAT&D RECORDS NORMALLY FILED

AND USED AS A UNIT PFOR

RECORD SERIES TITLE

i
; q.
' BONDS

REFERENCE AS WELL AS RETENTION AND DISPFOSITION PURPOSREN

5. EARLIEST YEAR/LATEST YEAR
1963 To _199Q

| 6. RECORD SERIES DESCRIPTION (DRIIFLY DESCRIBE THE TYYPES OF INFOMTION/DOCMNTB/FOM FoOuUND

‘N THE SERIES.

for the preparation and distribution of bonds.

ITNCLUDER THE PURPOSBE OR FUNCTION OF THE BEFIES )

Official Statements (prospectus) for county bond projects including State Highway
Bonds, General Obligation Bonds and State Obligation bonds and working papers

7. RECORD SERIES FORMAT(S) 8.
QXLETTER SI1ZE O MICROFILM

O LEGAL SIZE U COMFUTER TAPE

BOOK U FLOPPY DISK
AUDIO TAPE 0O VIDEO TAPE

O OTHER(SPECIFY)

RECORD SERIES SEQUENCE 9.
Xt ALPHAEETICAL
0 NUMERICAL
0 CHRONOLOGICAL
0 GEOGRAPHICAL
O OTHER(SPECIFY)

VOLUME
XX FILE DRAWER(S)
O MICROFILM REEL(S)
.20 O COMPUTER TAPE(S)
NUMBER 0 oTHER(SPECIFY)

ANNUAL ACCUMULAT ION
X¥0 FILE DRAWER(S)

1 O MICROFILM REEL(S)

RURGEER U COMPUTER TAPE(S)

10.

O OTHER(SPECIFY)

FILE IS USED
O pAlLY

i1,

0 WEEKLY X8 MONTHLY

12. F|LE BECOMES INACTIVE AFTER

m O MONTH(S) &t YEAR(S)

' 13, CURRENT LOCATION(S) (BLDG. ,FLOOR,ROOM)

14, 15 RECORD SERIES DUPL ICATED ELSEWHERE?
Governmental Center - Finance Office tir vyes, seEciry raEncY or orrice)
0 vyEs X¥ No
15. ACCESS RESTRICTIONS O YES X8 NO 16. AUDIT REQUIREMENTS

(1® ves, ci1TE LAW(S8) & REGULATION(S)

D'NONE O STATE O FEDERAL X®D ' INDEPENDENT

17. IS AN INDEX SYSTEM USED?! (i1r YES.E)PLAIN

BRIEPLY AND DESCRIBE ANY HARDIARE/BOFTWARE,

0ves & No

18. RECOMMENDED RETENT ION
Working Papers - imtil completion of bond
obligation and all audits completed
thereafter destroy.
Official statements — permanently.

. NAME AND TITLE OF PREPARER 20,

J. Blodgett/County Archivist

TELEPHONE NUMBER

(301)475-7844

21. DATE

6/22/90

DGS 550-4 (REVISED 2/87)




INSTRYCTIQNS - -TYPE OR PRINT A
SEPARATE FORM FOR EACH NEW OR

REVISED RECORD SERIES, FORWARD
WITH RECORDS RETENTION SCHEDULE
(PGS 380-1)

DEFARTMENT OF GENERAL SERVICES
RECORDS MANAGEMENT DIVISION
727% WATERLOO ROAD
P.O. BOX 273
JESSUP, MARYLAND 20794

AGENCY RECORDS INVENTURY

PAGE I{ OF 4

—‘EPARTMENT /AGENCY 2.

St. Mary's County

DIVISION

Finance

3. WNIT

Administration

DEF INIT I ON - RECORD SERIES-A GROUP OF RELATED RECORDS NORMALLY FILED AND USKED AS A UNIT FOR

[
: 4. RECORD SERIES TITLE

! General Files

REFERENCE AS WELL AS RETENTION AND DISPOSITION PURPOSES

5. EARLIEST YEAR/LATEST YEAR
1963  T0 _ 1990

, 6. RECORD SERIES DESCRIPTION (IRIIFLY DESCRIBE THE TYPES OF INFOMTION/DOCMNTB/FOM FOUND

‘IN ‘FHE SERIES.

administration of the finance office.

INCLUDE THE PURPOSE OR FUNCTION OF THE BEF1ES |

Correspondence, Chronological files, insurance policy and correspondence files, reports,
studies, surveys, and memoranda relating to the internal and external activities and

7. RECORD SERIES FORMAT(S) 8.

RKXLETTER SI1ZE O MICROFILM

D LEGAL S1zE 0O COMFUTER TAPE
’m«p BOOK O FLOPPY DISK
AUDIO TAPE 0O VIDEO TAPE

0O OTHER(SPECIFY)

;

xH ALPHABETICAL

0 NUMERICAL

O CHRONOLOG I CAL
O GEOGRAPHICAL

O OTHER(SPECIFY)

RECORD SERIES SEQUENCE 8. VOLUME

®F ILE DRAWER(S)
O MICROFILM REEL(S)

20 O COMPUTER TAPE(S)
NUMBER D oTHER(SPECIFY)

10. ANNUAL ACCUMULAT ION
X FILE DRAWER(S)
2 D MICROFILM REEL(S)
RUNBER O COMPUTER TAPE(S)

0 OTHER(SPECIFEY)

V1Y pILE 1S USED

O pAlLY XXK WEEKLY U MONTHLY

12. F|LE BECOMES

RURbER

INACTIVE AFTER
0 MONTH(S) x& YEAR(S)

' 13, CURRENT LOCATION(S) (BLDG.,FLOOR,ROOM)
Governmental Center - Finance Office
St. Mary's County Records Center & Archives

14. 1S RECORD SERIES DUPL ICATED ELSEWHERE?

tir ves, sPECIFY raENCY OR OFFicE)
O YES ExNO

15. ACCESS RESTRICTIJONS
{im ves,

O YES x8 NO
ci1TE LAwW(8) & REGULATION(S)

16. AUDIT REQU!IREMENTS

}Q{NWE O sTaTe O F'EDERA.L a] INDEPENPENT

e e et e tevm B Aol A

17. 1S AN INDEX SYSTEM USED? {1r YES.E)PLAIN
BRIEFLY AND DESCRIBE ANY HARDRARE/SOFTWARE )

0 vyEs X NoO

' r‘gng1 ‘..‘ '
; ‘;k"g 1 :‘L" ;.{.,f,&

18. RECOMMENDED RETENTION™ " "~

e

Jo—

i

e

]

4

'

. P S I '

Retain 3 years or uhtil adminigtrative ?

3

value ceases, whlchever is later, thereafger

destroy. H i

H
i' S L PLE RN
: Ll

R, L NS . nter

'NANE AND TITLE OF PREPARER 20.

Jan Blodgett/County Archivist

TELEPHONE NUMEER
(301) 475-7844

21. DATE

6/22/90

DGS 550-4 (REVISED 2/87)




